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Welcome to the Manager Self Service (MSS) Course

To start the course, click on the Next button below

REVIEW | NEXT>>
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Course Objectives

This course provides you with the terms, concepts, knowledge, and
skills associated with using the Manager Self Service (MSS) part of
the BEACON system.

Upon completion of this course, you should be able to:

. Log on and navigate Manager Self Service (MSS)
. View employee information

- View the Reminder of Dates service

. Find help working with MSS

If you are a manager who approves leave time and time sheets or
supervises shift employees, you should be able to:

. Review and approve leave requests
. Review and approve time sheets
. Create and maintain shift substitutions

Course Duration: 1.5 Hours

| REVIEW

| Home | Menu | Exit Manager Self Service
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Prerequisites

The prerequisites for this course are these online courses:

. Employee Self Service Introduction (ES 200)
. Time Entry (ES 210)

If you have not yet taken those courses, go to BEACON University
to learn how to complete them.

BEACON University:

http://www.beacon.nc.gov/training/index.htmi
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Before You Begin

This self-paced course includes interactive elements that contribute to your knowledge
acquisition. These elements can include:

. Knowledge checks
- Interactive activities

Pages with interactions include a mouse icon @ to identify an interaction on the page.
Instructions appear next to the icon that tell you what action to take.

This course has been optimized for the Internet Explorer (IE) browser and a screen
resolution of 1024 by 768. Refer to the BEACON Library for instructions on how to
change your monitor settings. For the best learning experience, verify that you are
viewing this course in IE 6 or above at 1024 by 768 screen resolution. Additionally,
the best way to view this course is in full screen mode. Increase your browser
window to full screen size if it is not already by using the F11 key on your keyboard.
Press the F11 key again to return to regular view for printing or other standard
functions. If your F11 key does not function this way, go to View on the IE tool bar
and select Full Screen. To get back to regular view, move your mouse pointer to the
top of the screen until the top of the browser window reappears and select the
restore icon at the top right of the browser window.

In this section, you should learn more about these interactive elements.

| REVIEW | <<BACK | NEXT>>
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Manager Self-Service
Knowledge Check

The knowledge check screen is a quick quiz that helps reinforce the
key points you've just learned.

When you answer a knowledge check question, you receive
immediate feedback (and the correct answer if you picked the wrong
response).

These knowledge checks are not graded or scored; they serve only
to provide you with a self-assessment.

REVIEW | <<BACK | NEXT>>

http://www.beacon.nc.gov/training/wbt/course/ms200/ms200 003.html



BEACON Web-Based Training

Ménager Self-Service

We recommend that you complete the modules in the order in
which they are listed on the home page because each module
builds upon information that is presented in earlier modules.

We also recommend that you plan on taking the training when
you will have minimal interruptions and a quiet environment.
Often, first thing in the morning or lunchtime are quiet times.
Other learners prefer to take the training after hours. You can
choose to access the training from your home PC.

You're ready to begin!

REVIEW <<BACK | NEXT>>
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Course Lessons

REVIEW

The Manager Self Service course is divided into six lessons.
Three are for all managers, and three are for managers who
approve hours and leave time for employees or supervise shift
workers.

To go to a specific lesson, click its button, otherwise, click the Next
button below to begin Lesson 1.

For all managers:

Lesson 1: MSS Overview

Lesson 2: My Team

Lesson 3: Finding Help

For managers who approve hours, leave time, or supervise shift

Lesson 4: Approving Leave Requests

Lesson 5: Approving Time Sheets

Lesson 6: Creating Shift Substitutions
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Lesson 1:" MSS Overview

When you complete the MSS Overview lesson, you should be able
to:

. Log on and navigate Manager Self Service (MSS), part of the
BEACON system
. Navigate the Universal Worklist

. View the Reminder of Dates service

| REVIEW

Manager Self Service

| <<BACK NEXT>>
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MSS Overview

What iS MSS? INTEGRITY

Manager Self Service (MSS), or My Staff, is part of the BEACON
system and provides a single access point for managers to find ERETIRRY North Carolina
employee information and to perform managerial tasks. Office of the State Controller

MSS users must be designated as a Line Supervisor (B 002) in the
organizational structure to access MSS My Staff functions.

NOTE: Your screen may look slightly different depending Detailed Navigation |:
on your work responsibilities.
3 My Work Overview
[ My Team

* 3O Employee Information
= General Information
+ 3 Employee Working Times
= Approve Time Sheet Data
= Team Calendar
= Leave Request: Approval
+[3 Manage Substitutions
= Substiutions

| REVIEW <<BACK | NEXT>>
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How do I'get to MSS?

To log on to BEACON, go to:

https://mybeacon.nc.gov

Log in using your NCID and password.

Click My Staff (MSS).

REVIEW
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The Overview page displays the Detailed Navigation list on the left and Universal Worklist on the right.
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Detailed Navigation

As you see under Detailed Navigation, there are two main parts of MSS.

Detailed Navigation [j

8 My Work Overview, which includes the Universal Worklist

@ My Team [0 My Work Overview

P O My Team

To view detailed information within the My Team category, expand the folder to the
next level by clicking the P» node next to the folder.

| REVIEW | <<BACK | NEXT>>
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Universal' Worklist Tabs

The Universal Worklist has four tabs that
organize information - Tasks, Alerts,
Notifications and Tracking.

Tasks -- If you are a manager who approves
leave requests, requests awaiting your
approval display on this page.

This topic is covered in Lesson 4 -- Approving
Leave Requests.

NOTE: The Alerts, Notifications and Tracking tabs are for
future use and are not activated at this time.

| REVIEW
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Reminder of Dates

Reminder of Dates - This tool is found at the very bottom of the Universal Worklist.

Attachments

D Document Database: W: 472454FFDT321500E10000000A0C0494

| Launch WebDynpro || Resubmit || Forward || Assign To Ma |

=

I Reminder of Dates

October 2007 Dates/Task for Direct Reports - Line Supv (002)
No data available
Display Month Prévious | Next

| REVIEW | <<BACK | NEXT>>
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Reminder-of Dates [ lesson1 ]

Reminder of Dates, found at the very bottom of the
Universal Worklist, is a useful feature.

You can use it to monitor upcoming important dates and
deadlines for your employees.

The reminder will alert you of such events as Training,
Credential Checks, and Returns from LOA (Leaves of
Absence). Your employees’ birthdays are also included.

The reminders originate from the employees’ master
records. You do not add your own dates.

| REVIEW <<BACK | NEXT>>
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Reminder of Dates

To view the details of a particular event, click the event. Reminder of Dates

September 2007 Dates/Task for Direct Reports - Line Supy (002)
Date Event Name
9/7/2007 | Miltary

81472007 | Credential Verificat | LILY DESTINEY SINATRA

9M18/2007 | Est Return Date ROCIO CAITLIN BAULT
872872007 | ST Disabilty 60day | BEATRICE STACY HON

@Click the highlighted event to view its details.

BER 0 EEE

Display Month Previous | MNext

REVIEW <<BACK | NEXT>>
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A Monitoring of Tasks page displays.

Reminder of Dates
Seplesmiber 2007 Dates/Task for Direct Reports - Liné Sugyv (002)
Date Evert Name
ATRO0T | Wiltary Y T TRA
SH4/2007 | Credential Verifical | LLY DESTREY SIMATRA
Monitoring of Tasks
Maime:
Status Date

LILY DESTINEY SINATRA
Reminder Task
New task  9A42007 8M442007  Credential Verificat

HER [0 HEH
Data from 8/14/2007 to 0/14/2007

| REVIEW
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Manager Self Service

When you are finished using MSS, it is very important
to exit the application by either:
. logging off
or

. clicking the X to close the browser window
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MSS Overview

You have now completed Lesson 1, MSS Overview.
You should have learned how to:

. Log on and navigate Manager Self Service (MSS),
part of the BEACON system

. Navigate the Universal Worklist
. View the Reminder of Dates service

Click Next to go to Lesson 2, My Team

| REVIEW <<BACK NEXT>>
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Lesson 2:"My Team

This lesson shows you the various elements of
working with the My Team function of MSS.

Upon completion of this lesson, you should be
able to:

. ldentify the elements of the Employee
Information screen

. Understand the Team Calendar

Detailed Navigation

O My Work Overview
* [0 My Team
+ [0 Employee Information

= General Information

| REVIEW <<BACK NEXT>>
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Employee Information

Expand the folders to navigate to the General Information page by clicking the triangle next to the My Team folder. This page enables
you to find basic information about your employees.

Detailed Navigation

: . Employee Search
vg,‘ Tea . General Data
Wy m . )
. Monitoring of Tasks

¥ 3 Employee Information
= General Information . Company Property

| REVIEW | <<BACK | NEXT>>
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Employee Information

Imployee Search [ |
Copervaat Vew Ceedt Regarts %]
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Employee Information

Employee Search

This section displays a list of your direct reporting
employees. When you click an employee's name,
the lower part of the screen displays the
employee's data.

REVIEW

Employee Search

Supervisor View: | Drect Repors [+]
Dapy: [Drganizatonal nseematon [=]

b

-

T =
Y DESTIMEY SHATRA | 70154573
BOCK CATLN BainT TOZ18848
BEATRICE STACY HON | TONS3456
Alggndrg K Smith TONS2N64
|BED 0 @EH

)
O5LFn SyaTechnical Applcations
QSLFn SysTechnical Appicationy
OSLFm SysiTechnical Appicatons
CSLFR SynTechncsl Asnbiatony

Peptgn O aren B
BUS & TECH AP SPECL Staic Controter | Tday Norm
BUS & TECH APP SPECL Sipte Contrpler | Taay Norm
BUS & TECH APP SPECL Siste Controler | Tday Norm
MFORM TECHNOLOGY SUPY | State Coatroler | 7day Narm

DCwts #3 of 10242007, 20220 PM Batresh
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Employee Information Lesson 2

General Data General Data

This section provides you with an overview of the LILY DESTINEY SINATRA 70194673

) ) . Contract Data Communication Data

selected employee's master data, organizational Contract Text Medtare EE Eig £ \ai Asdress: e —

data and contact information. Start Date: 120211985 Office:
Cap UtilLv 100 Telephone: (9194 31-8000/XITHET
Organizational Assig Organizationgl Assignments Personnel Structure
Org. Unit: 05CFin Sys/Technical Applications Personnel Area: State Controber
Pogiton BUS & TECH APP SPECL Pers. Subarea: Tday Norm
Cost Center: FANCIAL SYSTEMS D EE Group: SPA Employess
Payrol Area; NE Menthly EE Subgroup: FT N-FLSAOT Perm

REVIEW | <<BACK | NEXT>>
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Employee Information
Monitoring of Tasks Monitoring of Tasks
This section displays dates, reminders and tasks Status Date Reminder Task
for the selected employee, such as return from
ployee, New task | 9/14/2007 | 8/14/2007 = Credential Verificat

short-term disability or credential verification.
New task = 9/7/2007 | &7/2007 = Miitary

REVIEW | <<BACK | NEXT>>
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Employee Information Lesson 2

Company Property

Company Property
This section displays the State objects, such as a
computer, ID badge and keys, on loan for the Company Property No. Description
selected employee. State ID 1 | Pieces
tat 1 | Pieces
NOTE: Updates to Company Property must be performed
by your local HR Administrator. Stgte D 1 Pieces
Computer/LapTop 1 | Pieces

| REVIEW | <<BACK NEXT>>
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Team Calendar

Another useful tool in My Team is the Team | 7eam catenaar

Calendar. Display Dts for, [Direct Reports [=] for: [October =] in: [2007]=] [Ga]

. 2007 dctober
The Team Calendar displays scheduled Hor Tue Wad Th Fri Sat. Sun Mon Tue Wed Thu Fri Sat Sun Hon Tus Ued Th Fri Sat SunMon Tus Wed Thu Fri Sat. Sun Hon Tue Med
absences and pending leave requests for 01 02 03 04 ©5 06 07 08 09 10 11 12 13 14 15 16 47 15 19 20 21 22 23 24 25 26 27 26 23 3 Ot
your employees for the current month. You FOCIO CATTLIN BT ]
can display other months as well. EERTRICE. STRCY HOw

LILY DESTINEY SIKATRA
Alexandra K Smith
I Absant | Mubiple Enties | Sent [l Deleticn Requented

Data from 103072007 12255003 PM Bafresh

| REVIEW <<BACK NEXT>>
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Team Calendar

To find the Team Calendar, go to My Team, Employee
Working Times, and then Team Calendar.

Detailed Navigation M

O My Team
[0 Employee Information
= General Information

¥ O Employee Working Times
= Team Calendar r

REVIEW <<BACK | NEXT>>
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Team Calendar

The Team Calendar uses a color code to represent absences.

|
I. Absent  Multiple Entries  Sent [ Deletion Requeﬂ
|

Detailed Havigation [=|| Team Calendar
L Wty Wlark Crvsrvisw = =
- C3 My Team Dsplay Dala for. |Drect Reports [] for: [September ] inc !xmlﬂ
» [ Ermpliryae Information F007 September
= [ Emmployse Warking Times Sat Sun Mon Tue Wed Thu Fri Sak Sun Hon Tue Wed Thu Fri Sat Sun Hon Tee bed Thu ) Sun Hom Tue Med Thu Fri Sat 5
+ Approve Tine Sheet Data ol 02 03 04 05 05 07 08 09 10 11 12 13 14 15 16 17 18 19 2 2 23 24 25 2% 27 38 H 3
+ Tosm Calondar ROCEO CAITLIN BAULT |
® Leave Request Approval BEATRICE STACY HOM
» [ Manage Substiutions
» (3 Reporting LILY CESTINEY SINATRA
Alexandra K Smith
-
Abrent Multiple Enbties Sent Deletion Requeste
Data from SASR007 &21:21 B Feire

Absent - Indicates a scheduled
absence or approved leave
request.

@ Click the colored blocks to learn more about each code.

REVIEW | <<BACK | NEXT>>
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Knowledge Check

True or False

You can enter your own dates in the Reminder of Dates service to
help you remember employment events.

[] True
[] Faise

Submit || Reset |

@ Using your mouse, select the correct answer, then click the Submit button.

| REVIEW | <<BACK NEXT>>
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You have now completed Lesson 2, My Team. You
should have learned how to:

. View employee information
. View the team calendar

Click Next to go to Lesson 3, Finding Help

| REVIEW | <<BACK | NEXT>>
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Lesson 3: Finding Help

This lesson shows you how to find help with MSS.

Upon completion of this lesson, you should be
able to:

. Find the resources available when you have
questions about MSS

| REVIEW | <<BACK NEXT>>
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Finding Help

Manager Self Service

There are a variety of resources to help you to use Manager Self Service (MSS) in the BEACON portal.

REVIEW
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If you need help using Manager Self Service (MSS) in BEACON, feel free to use these resources:

For general ESS/MSS questions and questions about benefits and pay, contact your local agency HR benefits representative.
For questions about the how to use MSS, contact BEST * Shared Services:

3 Phone, Raleigh Area: 919-707-0707
@ Phone, Statewide: 866-NCBEST4U (866-622-3784)
B E-mail: best@ncosc.net

*BEST stands for BEACON Enterprise Support Team
Also:

B BEACON University http://www.beacon.nc.gov (Click “Training.”) Job Aids: http://help.mybeacon.nc.gov/beaconhelp

B Manager Self Service (MSS) Guide includes Time Entry section. This is a PDF document that allows you to print the complete
guide: http://www.beacon.nc.gov/training/library/MS200JobAid.pdf

@ Leave Administration Quick Reference Guide:

http://help.mybeacon.nc.gov/beaconhelp/Human_Resources/Time/Job_%20Aids/pdf_Leave Admin_Guide%
20QRC_082108.pdf

TIP: Print this page so you have the information readily available.

REVIEW <<BACK | NEXT>>
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Finding Help

For managers who approve hours and leave time for
employees, there is a Time Administration Quick
Reference Guide that can be printed.

It includes:

. Attendance/Absence Types

. Minutes/Decimals Conversion for Time Entry
. Transaction Codes

. Leave Hierarchy

If you have time entry questions ask your Time
Administrator.

| REVIEW

Manager Self Service

BEACON Attendan cef Absence (A/A) Types
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Click to view the full Time Administration Quick Reference Guide
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You have completed the Finding Help lesson.
You should now be able to:

. Find the resources to help you when you have
questions about MSS

Click Next

| REVIEW | <<BACK | NEXT>>
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There are three remaining lessons.
If you are a manager who approves employee leave and time sheets, click Lesson 4 to continue and then complete Lesson 5.

If you do not need to complete lessons 4 or 5 but supervise shift employees, click Lesson 6 to continue.

Lesson 4: Approving Leave Requests
Lesson 5: Approving Time Sheets
Lesson 6: Creating Shift Substitutions

If you do not approve employee leave requests and time sheets or supervise shift employees, click the
Complete the Course button below.

Complete the Course

REVIEW | <<BACK NEXT>>
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Lesson 4: Approving Leave Requests

Upon completion of the Approving Leave
Requests lesson, you should be able to:

. Approve leave requests from your
employees using MSS

| REVIEW <<BACK NEXT>>
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Approving Leave Requests

When you click My Work Overview in MSS, the
Universal Worklist displays.

As your employees request a leave of absence
using Employee Self Service (ESS), their
requests display in the Tasks section of your
Universal Worklist.

When you select a task, the details display at the
bottom of the page.

| REVIEW

My SEall (M55}

II_ l Wiversal Worklist
Detaded Havganon

&

2 My Wik v M
+O Ly Team Sterm [gw 4 n Brogrens Tasks (21 A =
“ 3 1 Fem
Tasks ' mmmm;nnm L] TIAPESICANA,
l__‘u.\. RESTHEY SMATEA' Lewce Regunnl v, TIAPESICNN,

BEBE [  SDEE

Details }—’ LLILY DESTINEY SIMIRA'llﬂnRoqun

Sert  Ock 29 Z0CT by ZEAPESSGNG,
R New
Vo workiet for Sppreving IV NGUEIE Contang § NIGUEEE At OU RevE
50 process. For mors Riormaton, see Te wardet

To vimw B workiet atid B Wb sspitaln fr agerang nave
egoents
ince you hawe processed e reguent, The weirk fom wil muicmatcaly te
12 enmpinted © astmatealy b 4803 “temgisted -
Amsctenents

[ et Dataimne o 4734340 POTA21 SO0F 10000000 DG,

[t T | S il Hidhe B .

* gem T Prery: D Dee T Suls T
Gt 0T Wormat 1 fow
OcoFd, MOF  Wormad 4 e

You can sino:

Dol Detals 0 SAP Gal
SRRl Binkae!
Crmgie hd-Hes Becusst
e By
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Approving Leave Requests

Another way to access pending leave requests is
from the Detailed Navigation pane.

In the next exercise, you will complete the steps
to approve a leave request.

| REVIEW

Detailed Navigation E’
[0 My Work Overview
v [ My Team

» O Employee Information
¥ [0 Employee Working Times
= Approve Time Sheet Data
= Team Calendar
= Leave Reguest: Approval
» [0 KManage Substitutions

| — |

| <<BACK | NEXT>>
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Approving Leave Requests Lesson 4

In the Universal Worklist, you see
that your employee, Lily, has submitted
two leave requests.

@ Select the first request.

LILY DESTINEY SINATRA's Leave Request “Wou can also:

Sent  Oct 29, 2007 by ZSAPESSGHOT, Priofity. Mormal Dimplary Detnly in SAP Gut
Satus: Hew Attachmerts Wanager
“Wiar workist for approving lsave requests contains a raquest that you hawe Greste Ad-Hes Reguest
10 process. For mon information, see the workist. Vi Histoey

T v the WorkEst, $180 the Wb Apabeation for Bppreving eave

requests.

‘Once you have processed the request, the work bem will sutomaticaly be

set to - be setto -

Attachmients.

[} Document Database: W 472854FFOT321 SOOE1DIGO000AICT4SE

Lawnch ViekDynpro || Resubmt || Forward || Assign To Me

REVIEW <<BACK | NEXT>>
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Approving Leave Requests

The Display and Edit page displays,
listing both leave requests.

Notice that there are no action buttons
at the bottom. The buttons display
after you identify which leave request
you want to process.

@ Click the first request now.

REVIEW

. Home | Menu | Exit Manager Self Service

—{@—
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Approving Leave Requests

Details of the leave request display on
the bottom of the same page for your
review.

@ Click the Approve button now.

REVIEW

Date of Fequest  Requester
| 1ezsaer LLY DESTREY SMATRA  Approved Leave  11/L2007  10fL2007 4 Howrs.

|BEB. 0 =EE8

b vow Toam Caorcar ™ i Werkdid

Typeoflesve  From

_I 1ZWI00T LLY DESTIREY SMATRA = Approved Leave

ALY DESTINEY SINATRA has requested the followeng leave:

Type of Leave: | Agproved Ledve

e LT s |
Jurabon: 4 Hoors
L Vacaticn Leave:

40 Hours:

Fraious HNobes: | Request tme off for dentist appl.

103072007 | 1073002007 2 Hewrs

To Uses

Tume Acosent

acation Leave L2007
Sick Lasve 112007
Hislday Lede L)

Commynty Service Leave | 5

12N
12
T

1212007

15,85 Hours:
18.00 Hours
800 Hours.
0.00 Heurs

1488 Hours
1600 Hours
800 Hows
000 Hours.

| Frevious Sbe

| <<BACK | NEXT>>
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Approving Leave Requests

The Review and Send page displays.

On this page, you can enter any notes
that you may want to send to your
employee concerning the leave.

@ Click the Review button now.

| REVIEW

{0 3

P o Toam Caedar 7 e Viseiiet

Display and Lot Revers ane Send

o

| vouzer LLY DESTIEY SNATRA | Agproved Leave | 10002007 10202007 2 Heurs

T Uses
N2 4Mewrs

Type of Leave Agproved Lesve
Cate ey 0§
Durston 4 Heurs
Usedt Vacaton Leave
Nicte for Requester

4 00 Mowrs

LILY DESTINEY SINATRA has requested the following leave:

Previces Notes Reguest tee o for Sental sopl

Tmedccount  Deuctbie¥om Dsdoctblels Embement R

Vacaten Lewve 1neeeT 12015599 1588 Howrs

Sk Leave 1neeeT 12018858 18060 Howrs

Hokcay Loave W0, 1132007 800-Hours  800-Hours
Communty Servioe Lesve 71720 122007 0.00 Hours. 000 Howrs.

|

| <<BACK N=) Qg
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Approving Leave Requests

The page at the right displays.

Click the Approve Request
button now.

| REVIEW

Kl 2]
=
Display and Edit Review and Send

-

LILY DESTINEY SINATRA has requested the following leave:

Type of Leave: Approved Leave
Date: on Thursday, November 1, 2007

Duration: 4 Hours

U

sed:
[Previous tep | [ Approve Request |

Vacation Leave: 4.00 Hayrs

| <<BACK NEXT>>
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Approving Leave Requests Lesson 4

The Completed page displays with a r —
confirmation message that you have > 7. el III 0
approved the request. i) L=

Display and Edit Review and Send Completed

Lily will receive notification in ESS that you
approved the leave request.

) ¥ You have approved the leave request. |
To approve Lily’s second request, you |
would close the window and return to the

Universal Worklist to repeat the process.

You have approved the following leave request:
Requester: LILY DESTINEY SINATRA

NOTES: r .

To reject a leave request, you would follow the same Type of Leave: Approved Leave

process but select the reject buttons. Date: on Thursday November 1. 2007

If an employee fails to complete a leave request, you may _—

approve the submitted leave on the time sheet without !Dul’!tlﬂt‘l. 4 Hours

prior approval through BEACON. For example, your | sed: . i

employee may have told you or e-mailed you about a !U i Vacation Leave: 4.00 Hours

doctor's appointment but failed to complete a leave
request through BEACON. Your approval of the leave in
the time sheet approval process is the critical step that
affects the time records rather than the leave request and
approval function in BEACON.

REVIEW | <<BACK | NEXT>>
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Knowledge Check

True or False

After you approve a leave request, you need to inform your
employee, by phone or in person, that it was approved.

1 True
[] False

Submit || Reset |

REVIEW

@ Using your mouse, select the correct answer, then click the Submit button.

Manager Self-Service

| <<BACK | NEXT>>
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Approving Leave Requests Lesson 4

You have completed the Approving Leave Requests
lesson.dJ0
You should now be able to:

. Approve employee leave requests using MSS

Click Next to go to Lesson 5, Approving Time Sheets

| REVIEW | <<BACK NEXT>>



Lesson 5. Approving Time Sheets

Upon completion of the Approving Time Sheets
lesson, you should be able to:

B Approve your employees' time sheets using
MSS

B Access Time related reports to monitor and
manage employee time approvals, errors,
pending, and missing time sheets.

| REVIEW

Manager Self Service

| <<BACK | NEXT>>
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Approving Time Sheets

When your employees enter their time in ESS,
the time sheet data is held, pending your
approval. To approve the time sheets, go to
Detailed Navigation and select Approve Time
Sheet Data.

NOTE: Unlike leave requests, time sheets do not display
in your Universal Worklist.

There is a Time Approver Entry Quick Reference Guide
that you can print. It includes information on the
time approval process, transaction codes,
Attendance/Absence Types and Minutes/Decimals
Conversion for Time Entry.

| REVIEW

Detailed Navigation

Cl

[0 My Work Overview
~[3 My Team

» [0 Employee Information
O Employee Working Times
= Approve Time Sheet Data

= Team Calendar

= Leave Reguest: Approval
» O Manage Substitutions

| <<BACK | NEXT>>
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Approving Time Sheets

You can choose to view your employees’ hours a variety of ways, including weekly, daily, and with or without charge objects as
illustrated here.

As you may remember from the introductory information in this course, Charge Objects refer to project or funding identifiers that are
used by some work units to track hours. If your employees use charge objects, select those views if appropriate, but we will use the
more common Without Charge Objects examples in this lesson.

View: Weekly View - Simple

WWeekly View - Without Charge Objects

Approve Time by Manager

Daily View - Without Charge Objects
VWeekly View - With Charge Objects
Daily View - With Charge Objects

.
b 3 2
Collective Approval  Review and Save

View: | Weekly View - Simple =

| REVIEW | <<BACK | NEXT>>
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Approving Time Sheets

If your screen defaults to the
Daily View as shown here,
you will probably find it much
easier to change the view to
Weekly to get started.

Even with only three
employees and four days
displayed, it is difficult to see
the overall workweek totals
for the employees. Later, if
you want to view an
employee's daily hours, you
will have that option.

To change to another view,
click the arrow next to your
current view and select your
view, such as Weekly -
Without Charge Objects, as
shown here.

REVIEW

Approve Time Sheet Data

Manager Self Service

"
- 2 (2]
Collective Approval Review and Save

Wiew: Daily View - Without Charge Objects

I~

Weekly View - Simple

- Weekly View - Without Charge Object
& Daily View - Wihout Charge Objects
Weekly View - With Charge Objects

Daily View - Wih Charge Objects

KXXEKXK  Susan XXXEXX
KKK | Breft XXXXHX
XOOOOK | Gayle XXXXXX
YOOOXXK | Susan XOOOOX
JOOOMKK | Brett JOUKKKX
| XXXXXX | Gayle XXXXXX
00000 | Susan JOOUOK
| XXXXXX | Bratt X000OO

Y [Type | Fremtio | Frm | To

0 O90S2008 | 0S/DE/2008 Agprove A

0 |vomezoos | csmezoce | Approve Al
| 9500 | osmorzons | osmszoos | Agprove Al ¥
| 9500 | osmorzons | ososrzoos 8H | Approve Al ¥
| go00 | 09/092008 | 090872008 8H | Approve Al ¥
| 8500 |oortorz008 | oarorzoos @ S oo ~
| 9500 | oortoz008 | 0srorz008 - 8H | Approve Al ¥
9500 094102008 | 0810/2008 8H | Approve Al =
| 8500 |oort1zo0e | oomizoos | (@ Loprove Al ¥
| 9500 [oaritzo0s | corizooe | (@ Approve Al ¥
| 9500 | oori1z008 | oor1/2008 m Approve Al =

<<BACK NEXT>>
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Approving Time Sheets
Let's compare your other choice, Weekly View - Simple, to Weekly View - Without Charge Objects:

Suzan XANEXE
KAARER : Brett wono | ooo7i2008 094132008
B0 | Gayle wooo | 0911372008

[ Previous Step | [Review ]

£ooon | Susan O | @500 | oam7r2008 091202008 T1)
XOEE | Breft nooie | 9500
oo |-Ga)rh LEE ] j |B2W_

40H | Approve Al * -

| 0am7r2008 | 40H | Approve Al ¥ -
_ 40H | Approve Al

As you can see, the Weekly View - Without Charge Objects has two extra columns, displaying each employee's weekly total hours
by A/A Types rather than just total hours. We'll look at how Gayle's hours are displayed in each view next to focus on this difference.

REVIEW <<BACK NEXT>>
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> oyl E E}j W oo | Susan XoEKe | osr7rO08 | 03M32008 1]
b FETes Bml o | oo
Collective Approval Review and Save Complet! = “ ' “ - {2 T!Z 0.8 «.'H
xxxeix | Gayle mooox | osn7zoe 41 hours total b 40H

e

| nanazo0e |

El Prav cu;S"'_]

| Susan xxxexx
EXANEX | Brett oo | 9500
O |ﬁaﬂa m— o200
W | Gayle wokexx

<

, DW“"" | nasronng

| oanz2, 9200 - Bhours
Iag.-nmf 9500 - 33 hours

40K | Apprave A1
40H  Approve Al
40H | Approve Al

On the Weekly View - Without Charge Objects screen, you can see how Gayle's 41 recorded hours came from 8 hours of A/A
Type 9200, Sick Leave and 33 hours of 9500, Time Worked. Susan, another employee, has also recorded excess hours, but her
total hours were recorded under 9500, Time Worked. Before discussing how to handle Gayle's and Susan's reported excess hours,
let's review all of the basic components of this screen in more detail.

| REVIEW

| <<BACK | NEXT>>
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Approving Time Sheets

The Collective Approval page in the Weekly View - Without Charge Objects displays all unapproved time your employees have
submitted. It lists employee name, dates, hours worked and leave taken, and target hours.

| Approve Time sheet pata i
b 1] [3]
——1 [2] Bl

Collective Approval Rewview and Save Compileted

HXXKX | Susan JOOOOX Approve Al
| XOOK | Bret XXXOUKX 3500 40H | Approve A1
| XXXXXX | Gayle XXXXXX 9200 40H | Approve Al
| XXXXXX | Gayle XXXXXX 8500 40H | Approve Al

| REVIEW | <<BACK NEXT>>
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Approving Time Sheets

The Target Time reflects the normal hours the employee works according to his or her work schedule.

@ One employee worked his planned 40 hours
@ Two employees worked more than their target hours, resulting in warning messages

Approve Al ¥/ [
Approve All Vi -

| XXX | Gayle JOOXKXX | 8200 09/07/2008

| XXXXXX | Gayle XXXXXX |95no _ | 0910712008 | 091312008

Apprave All ¥ ! - |

Approve All '. -

| REVIEW <<BACK | NEXT>>
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Approving Time Sheets

You Approve or Reject the employee’s submitted time by selecting the down arrows in the Approval column.

You can simply leave a row as Approve All if you want to approve all of the employee’s hours for the week.

S6H

| #fnnrove 40w | -
——

= ) & !
40H | Approve a1~ -
40 H ["Approve Ay e -
40H | Approve Al ¥ -

NOTE: You may approve time sheets with leave
recorded even if your employee did not use the leave
request function in BEACON to get prior approval. For
example, your employee may have told you or e-mailed
you about a doctor's appointment but failed to complete
aleave request through BEACON. Your approval of the
leave in this time sheet approval process is the critical
step that affects the time records rather than the leave
request and approval function in BEACON.

| REVIEW | <<BACK NEXT>>
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There are three options for approval: Resubmit All: Select to _ Approval
. Approve All resubmit all displayed time ‘ Approve All * hd
. Reject Al for the employ.ee. This ‘ Aporove Al ‘,% -
 Resubmit Al excludes the time data from
being approved or rejected Approve All -
and will be available in the Reject All -
Click each option in the Appll'ove W.orklng Times Resubmit All
service until processed. — -

drop-down menu to learn more.

| REVIEW | <<BACK | NEXT>>
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Approving Time Sheets

In this example, the manager is
selecting Approve All for every
employee. The manager is approving
Brett's normal 40 hour week. She is
also approving Susan's excess hours
since they had previously discussed
these extra hours.

Using the Weekly View Without Charge
Objects, the manager verified that
Gayle had taken sick leave one day
and knew that she had stayed late to
work one other day that week. So, the
manager also approves Gayle's hours.

When Time Evaluation runs overnight
in the system after manager approval, 1
hour will be returned to Gayle's Sick
Leave balance and no Comp Time
accrual or payment for extra hours will
occur.

REVIEW

| Approve Time sheet pata

1{

B

——] =
X bt S
Collective Approval Review and Save

X0 | Susan U0
| XX0(C | Brett XXXXXX
0000 | Gayis X000
| X00OC | Gayle X000XXX

G el T &

3BH ;ﬂ.ppra'.reAl b4
40H ‘Approve sl -

40H ‘Approve Al ~ -
40H Approve sl - b
s 1

Note: This screen has been spliced to display only the sections needed for this example.

| <<BACK | NEXT>>
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Approving Time Sheets

After indicating your approval or rejection of the hours, click Review.

l. Approve Time Sheet Data 1§ =

P 1
— (z]
Collective Approval Review and Save Com

Z = —'-] [
- = T ek ek

| HHXXHX | Susan JOOOUX 36 H | Approve Al V| -

| XXXXXK | Breft X000 40H | Approve Al v -
| HXXAXX | Gayle XXXHKX 40H | Approve Al | -
| 000000 | Gayle XXXX0(X 40H | Approve All | -

TEm | .

Note: This screen has been spliced to display only the sections needed for this example.

REVIEW <<BACK NEXT>>
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i : i fl .
The Review and Save page displays. ot ool S Sare
_ Rejected
. - . A . . Vem  [Westy Vew - Sepe |
The information is divided into Rejected and =
Approved tlme. O . mm__wu-ru .: :‘Et_’-ﬂ I:‘r. Segrt Premas .: H"Eﬂﬂ! l _lll.
TN DARLD PILPY mALETLY L Ty vorund Ll gt Pramam eI L
Even though the text on this large image is too el e e S B e o
small to read in detail, you can probably see that e —— =gy _— =
the daily hours are listed for each employee on e B L o] e 2ot fn x
. A . . " = AL T Vet " S Presies. ragLEe? i
each row. This will give you a thorough view of all | AR Ao o T e o sauer n
approvals and rejections. B m T
Since the last example had only approvals, this I T e T P — o |
screen displays a larger example with five different g S e Linifice o | A o i H
employees. In this situation the manager rejected | T e PRIV = i
the time sheet of one employee who had recorded o FT]
extra hours on a day that he was not scheduled to Sl SEm s = s e =
work. The manager thought that the other i qecil i e L boacsicd -
employee may have forgotten to record sick leave M | o oopr s L] — LS
for a day that she was out. So, in this example, the TR | ROCO CATLM BAAT T ez f
manager approved three employees' time e = = e -
sheets and rejected two. e | e s . e =
T -
[§ bpsan ey | [ S

| REVIEW <<BACK NEXT>>
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Review the data and press Save at the bottom of
the page.

| REVIEW

Manager Self Service

[ 70218825 | ROCIO CATLN BAULT
| 70212845 | ROCIO CAMLN BAULT

[ Previos sis | | 5ol |

<<BACK NEXT>>
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Approving Time Sheets
The Completed page displays with a confirmation Approve Time by Manager
message indicating your data was saved.
. . . b >
Your employees will see the status of their time > . Z = =
sheet data the next time they log in to ESS and go “ollective Approva Review and Save Completed

to the Record Working Time service.

(@ Your data has been saved. |

NOTE: You should also contact the employee to resolve
any time submission issues.

What do you want to do next?
Approve Additional Working Times

ﬁﬁ(

?0218545 ROCIO BAULT

| REVIEW <<BACK | NEXT>>
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Time Related Reports

You may find the following reports useful in monitoring your employees' time sheet
submissions, approvals, and statistics or trends.

INTEGRITY

F(@ bracon

. Working Time Report: RSO North Carolina
. Monitor all working times entered into ESS by your direct report employees Office of the State Controller
_ Identify time that has been saved, but not yet submitted for approval
_ Identify rejected times that need to be corrected/resubmitted by the employee
Reconcile previously approved times

. . . Detailed Navigation =
Monitor by Attendance or Absence type such as sick time e ———
. . — . . L3l My Work Overview
. Time Leveling Report to identify employees with the following: -3y Heb
. MiSSing time « WSS Help
~ Hours less than their target hours * B My Team
. * 3 Emgl Inf i
- Hours more than their target hours Pt
. . Eporing
This screen illustrates the menu path to access these reports. To start, let's say that you + Working Tive Report
clicked on the Working Time Report on the menu. « “Tis Leveiing Report
Note: Each report opens in a second window so you can resize it, move it, or click back and

forth easily from the report to your other open screen.
Click Next to continue.

| REVIEW <<BACK NEXT>>
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Working Time Report

After selecting the Working Times Report from the menu, this Selection screen displays. Here you can select some parameters to
specify the type of data you want and the time span of the report. It defaults to:

) Working Times Report

The current work week in the From
and To dates

. Selection
. All options checked

In process [me: [2/30:2008 T [4/52008 F Pets.Mo. | Mame.

~ Released for apprOVal | -?0‘1 3512 . JODIE MIRICH .
Approved 70139386  HARISSA MEUMEISTER

v|In process | Relzazed for approval  |w| Approved B T
. P i PP 70219012 KIRSTEM WWiICH2

Approval rejected [w] Appraval rejected  [w] Changed atter approval [v] Canceled -

70188271 | RACHEAL RHEALLT

- Changed after approval :
TO166361 | WILTON STEFFA

Canceled Attendance/sbsence Type: | E ; T
wpe: |ALL [=] 2 5 ’]@
B of 7
. Attendance/Absence Type defaults to EM- =

ALL but you may select other options. } e
Select all | |Deselect all ||| Execut
l]ee a|!esee a| wecute |

If this is exactly what you want in the report, you may leave all of the default choices selected and then click the Select All button to

include information on all of your employees. You may also click on individual employees by holding the CTRL key as you select
each one.

@ Click the Execute button now to see this report showing all default selections and all employees.

REVIEW <<BACK NEXT>>
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Time Related Reports

This is an excerpt of the Working ~ #erkineTimes feport

Times Report screen, showing
three employees' information.

The column headers on the left
side of the screen are
self-explanatory.

Note the following descriptions for
the other columns:

. Short Text - first 40
characters of any notes
entered by the employee

. Charge Object, Activity,
Element, Sub-element - all
related to employees who
record their time with
Charge Objects, generally
those paid through special
funds, grants, or programs

| REVIEW

Employee Time Details

-

JODE MEICK

KARESSA NELMEISTER

EUANNA CRONER

P

TONISHZ
TO135H2
TOIsH2
TOISHZ
TSN 2
TO35H2
TOIISHZ
TmAsH 2

T 38386
ik
TON39386
T 3E38E

TON34824

TOTBeE24

| 70188824

TOra8EM

TorseE2e

008
2008
L]
FE00H
102008
12008
A 22008
31 32008

Acgrsnl epscted

Appronsl nepeched

| Approvel repeted

Approrsl rigeched
Inprocess
nprocess
Inprocess
I process

Approned
Appeowed
Approed
Approved

Appronied
Approwed
Approned
Apgecived

Approved

[ lesson5 ]
I Hstory, B
&

|Hors

8

B

[

5

8

B

B

o | 5560 Come Swt: Bind Fourdation

B4

10 500 M

10| 500 o

10/ 9500 o

10 500 o

40

8 | 9500 n | che-s00 ACT.900 | ELE-200 | SLBL500
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Click Next to learn about the other report: Time Leveling Report.
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Time Related Reports

INTEGRITY

You will follow the same path illustrated here that you used for the Working Time report to e bﬂ
get to the Time Leveling Report. @( EACON
ERSRREY North Carolina
Remember, the Time Leveling Report identifies employees with the following: Office of the State Controller
. Missing time
. Hours less than their target hours
. Hours more than their target hours Detailed Havigation ]
To start, let's say that you have clicked on the Time Leveling Report on the menu. ,Eﬁfﬁimm
. . » WSS Help
Click Next to see the first screen. - 3ty Team

* 3 Emgloyee hformafion

= Working Time Report
= Time Leveling Report

| REVIEW <<BACK | NEXT>>
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Time Related Reports
The Time Leveling Report Selection screen displays.

Here you can select some parameters to specify the | Time Leveling Report
type of data you want and the time span of the T
report. "
It defaults to: e
The current work week I Fram: Er122008 To: [B242008 E] | [Pers.Ho. | Home. |
n in the First D f the Week fiel - resk: [1-Sonday | |ESR[100E7NE 3 {8 arara % Mhomes
Sunday in the First Day of the Week field I First day of wee: [1-Sunsay _[¥] I [t s
Work Week Dates: Select another work week by - 2:?54496 zﬁ;zﬁmm |
typing different From and To dates or using the TRl
calendar.
First Day of Week: If your employees report time
based on a different schedule such as Saturday
through Friday, select a start day from the drop-down
box.
Employee Selection: You may click on the Select All Click Next to see how the report displays.

button to run the report for all of your employees. Or to
run the report on select employees, hold the CTRL
key as you click each employee's name.

Execute: Click on the Execute button to run the
report.

| REVIEW <<BACK | NEXT>>
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Time Related Reports lesson5 ]
This Time Leveling Report excerpt displays four Time Leveling Report =
employees' data. Note the following colors and numeric | |Time LeveiingReport
formats in the Variance column:

Selection
. GREEN - no variance from target hours e oy I 5 R .
. - any variance, more than or less than Festdor et week [15mrey T 00754495 | Cassie Luche Wiksms
target hours [I: LIS
. . neag
~ Minus sign for below target — T
- Whole number for exceeds target [ o1213227 | Jane ¢ Brown _
. RED - missing time with 0 recorded hours (=)= =] Rew[ 3Joft2[~]=[=]
. [ Seieet an || Desetect an | | Execute |
In this example, all four of these employees had 40-hour
target weeks with the following Variants results:
Employee Leveling Details
. Rhonda recorded less than 40 hours ExcelExud
. Connie recorded her expected 40 hours | [PemMo. 5 | Hame 5 | Fomdws 5 [ToDate 5 Perid 5 | Targets Recorded s | Varionce |
i id | |
- Cassie recorded more than 40 hours Ty [ e e [P [ s = T ==
. Wanda failed to record any hours for the week 01143852 | Connie R Kker 4B200E | 422008 | 15.2008 40 4| | o
00754495 Cassie Lucile Wilians AE2005 41202008 15.2008 0 45 5
NOTE: Click the Excel Export option highlighted on this ahili il diistie Koot bt fln 0, 2 _

screen to save the report to your own computer.

Click NEXT to continue.

| REVIEW | <<BACK NEXT>>
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" Approving Time Sheets

You have completed the Approving TIme Sheets
lesson.

You should now be able to:

. Approve employee time sheets using MSS

. Access Time related reports to monitor and
manage employee time approvals, errors,
pending, and missing time sheets.

Click on Lesson 6, Creating Shift Substitutions
to continue, if you supervise shift employees.

If not, click Next to continue.

REVIEW

Manager Self Service

| <<BACK NEXT>>



Lesson 6: Creating Shift Substitutions

Upon completion of the Creating Shift
Substitutions lesson, you should be able to:

. Create a substitution record in SAP to allow
one employee to substitute for another on a
different shift and receive the correct pay
rate such as shift premium pay

. Maintain and update the substitution record
as necessary

| REVIEW

Manager Self Service

| <<BACK | NEXT>>
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Creating Shift Substitutions

When one employee works a higher-paid shift for another employee, the substitute
employee is paid at the same shift rate as the regularly assigned employee for all hours
worked in that 24-hour period. This substitution procedure also applies to assigning an
employee to a higher paid shift for a long term period of several months, for example, or
temporarily to a position that is vacant.

Note: These substitutions have an end date. For permanent changes to an employee's shift,
contact your HR office so that they can make a permanent change to the employee's record.

To assure that the substitute employee is paid correctly, the employee's line supervisor
must create a substitution record that assigns the higher pay rate to the substitute employee
temporarily. Before getting started, you must know the regular employee's work
schedule to select the proper work schedule code for the shift dates you need to fill. You will
see a Job Aid later in the lesson for help with selecting the correct code.

To create a substitution record for an employee, you would start by using the path illustrated
on this screen. Within MSS, select:

. My Team
. Employee Working Times
. Maintain Substitutions

| REVIEW

Detailed Navigation

|1k ]

il |

O My Work Overview
¥ 3 Iy Help
w3 My Team
¥ 3 Employee Information
¥ [0 Employee Working Times
= Approve Time Sheei Dala
= Team Calendar
= |l eave Reauest Annraval
» [Maintain Substitutions

0

Click on the highlighted Maintain
Substitutions selection above to get to
the screen.

| <<BACK | NEXT>>
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Creating New Shift Substitutions

Manager Self Service

The Maintain Substitutions screen displays a list of all of your Direct Report employees. You would then select the employee who

will be substituting for another employee's shift on one or more days and then click the New Button.

For this example, Barbara Thomas,
who usually works part-time on the
day-shift Mondays and Wednesdays
only, will switch to the night shift for
the summer beginning May 13th. She
will also work a night shift in addition
to her regular part-time day on
Monday, May 5th for another
employee.

She will work Cathy Kelly's night shifts
on Tuesdays, Thursdays, Saturdays,
and Sundays for most of the summer
beginning May 13th and fill in for Julie
Saunders' Monday night shift on May
5th.

Detailed Navigation E Maintain Substitutions
02 My Work Guerviow Malntain Substitutions
¥ £ My Help s
~ 3 My Team [Hame [petaiiel| (WS
¥ 03 Employee information |—l Bartara A Themas DOBETO84  DOINOEGH
3 Emgloyes Working Times %reﬂda 5 Harris DOO27784 | DOINDZGN
=efppteyaTie Shozl Dula Casske Lucle Viiliams | 00754485 | DOTNOSGH
e eart et | cathyw | n1293982 | DOTNOEGN
e ol [y Jorzssset | oomeson
o m@m =] Cannie R Kiker |]| MSSSE | WiNUSGIl
[ Resonting Dally H Harringlon 0235775 | DOINOBGN
= Working Time Report Jane C Brown | 01213227 | DOINOEGH
= Time Levelng Report Juie E Saunders 00752504 | DOINOGGN
HEE e ened U Job i Kiialy o Knolts | onsssaes | oomozan
2=z

Substitutions for Employee Barbara A Thomas

||-mi's:ﬁo....

SiartOale] [End Oale [0S |15

You have selected Barbara Thomas on the screen, so click the New button now to see how the right section of the screen changes.

| REVIEW

| <<BACK | NEXT>>
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Create New Substitution [ Lesson6 |
h for A Thomas
The lower portion of the screen displays with dates and work | Peadio [ StiOnte [EndOnte | OWS| WS i Hokdey Caender © €S0 PSG

schedule fields to complete. You will choose one of the following:

. Daily Work Schedule for one-day substitutions, including
multiple days in a row or at intervals over a number of weeks L

. Work Schedule Rule for long term continuous substitutions, A T e
such as four or more weeks in a row BEE D EEE i

In this example since we are working on setting up the long-term e [ o Ji{ e ]

substitution first, let's say that you have completed the To and LCKOME ey Suactten

From date fields for May 13th to July 31st, the summer weeks that Parsoncatlio; E2 Haeme: a A Thoma |

Barbara will work the night shift for Cathy Kelly. You have also WS Rule: il

selected the correct code for Cathy's work schedule from the = w3 I —=

drop-down list in Work Schedule Rule. [rrom | 51372008 el 'h“' [7/31/3008 Lol ' TR PRI
DalyWorkSohedue | [+

NOTE: In the Work Schedule Rule From date field, when changing

an employee's work schedule for a business need, use the first date A ez I5] | escowes L2 =

that the employee will begin the substitution regardless of where this T —

date falls in the work week or pay period. If the change is due to an
employee request instead, e.g., changing shifts over the summer
months to accommodate child care needs, make the change
effective the first day of the next pay period.

Click Save Substitution now.

| REVIEW <<BACK | NEXT>>



.-.--: 1 ——
@ bracon

RESSIRd Morth Caroling

Office of the ‘Hlllz Controller

. Home IMénu | Exit Manager Self Service

Create New Substitution

Job Aid:

For assistance with selecting the correct weekly work schedule codes for the employee who needs coverage, you can click on the
Help link at the top right of the screen and then select HR folder, Time, and then click on the Work Schedule JobAid. The Job Aid
excerpt below shows where you would find the code and the schedule for Cathy Kellyin our example.

Wead Fri- 8 hrs (Might) Mon-Tues,

17 15[N1IWVal2 [WWF-B,SaS-12 MTH-O Iigght 12 12 40 10]Sat-Bun - 12 hrg {Night) Thurs
Tues, Thurs - 8 hrs {Night) |Mon, Wed,
18 16[N1TTWVald |THB,5a5-12 MWF-O Might 12 12 40 10§Sat-Sun - 12 hrs (Night) |Fri
Tues Wed - 8 hre (Night)  |Mon, Thurs,
19 17 (N1TTWVa04 [TW-8 5aS-12 MHF-0 Night 12 12 40 10|Sat-Sun - 12 hrg (Night) Fri

Click Next to continue.

| REVIEW
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Creating Shift Substitutions

After clicking on Save
Substitution for May
13th to July 31st, the
substitution data and the
message "Your changes
have been saved" are
now displayed.

To set Barbara up to
substitute for Julie's
Monday night shift on
May 5th, you have
clicked on New again
and completed the From
and To fields for May
5th. Notice that you
selected the code for
Julie's Daily Work
Schedule (night shift, 8
hours) rather than the
Work Schedule Rule
since this substitution
record is for only one
day.

| REVIEW

Maintain Substitutions
Hame Persio. | Wsrie
Barbara A Thomas 0DEST064 | DO1NDEGN
Brenda S Harris | 00027784 | DOTNOEGH |
| Cassie Lucile Willams | 00754495 | DO1NDEGH |
Cathy W Kety | 01293984 | DO1NOEGH |
| connie R Kiker | 01143552 | DO1NOSGH |
" | DollyH Harington 00839775 | DOINDSGN |
| Jane G Brown | 01213227 | DU1NDEGH |
[ Julie E Saunders | 0O7S2804 | DOTMNOEGH |
" | Keisty a Knotts | 01885385 | DOINDBGN

! Wour changes have béen saved. l’

Lesson 6
Substitutions for Employee Barbara A Thomas
|
| Wi1wvaos | He 2o] |

|" | ooes7oes 5/13/2008 7/31/2008

T P E—

1E4E - 10.5 Evening

! 1ES0 - 7.75 Evening

1 AEXX - Evening Any Hrs

IEI':U- |1 NOS - 3 Night
S ——— i‘ 04 - & Might
[INOS - 5 Night
[ D1N0G - & Night

{INOT - T Might

i |

Click on Save Substitution to continue.
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Creating Shift Substitutions

Once again, note the message, "Your changes have been saved" at the bottom of the screen. The two substitutions now appear on
the screen for the May 13th through July 31st shifts as well as the May 5th shift. Remember, Barbara's pay will revert back to the
day-shift rate after July 31st unless you go back in to the Maintain Substitutions screen to make the adjustment.

Maintain Substitutions
| | BararaAThomas | 00857084 | m—|{ tart Date End Date | DWS | || ol | ;sei
|| 8rendas Harrs 00027734 | DOTNOSEN 5/13/2008 7/31/2008 N1t 10
E Cassie Lucile Willams | 00754495 | DOTNOZGN | ooss7uss | srs/2008  s/5/2008 1n08 00
|| cathy w Kely 01293984 | DO1NOBEN ,

Connie R Kiker 01143552 | DOTNOBGN |
[~ | Doty H Harrington 00838775 | DO1NOEGN |
E'J_an'ecamwn 01213227 | DOTNOEGN —— ||
|| duieE Saunders 00752604 | DOTNOBGN :
!‘ 01635386 | DOTNOZEN |

@ rour changes have been saved.

Click Next to continue.

REVIEW <<BACK | NEXT>>
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IMPORTANT NOTES:

For most substitutions, you will use the Daily Work Schedule
option rather than the Work Schedule Rule.

For long-term substitutions, the Work Schedule Rule
selected determines the substitute employee's pay rate for all
hours worked in each 24-hour period within the From and To
dates.

For example, if one of your employees will be substituting for
another employee on the night shift or weekend days at a higher
pay rate for two weeks in a row on Wednesdays, Fridays, and
Saturdays, you would create six separate daily substitution
records since this is not a long-term continuous substitution.

5/13/2008 7/31/2008

StartDate EndDate |DWS WSrue | Holday Calendar D | ESG | PS(

HITWWADS  NC 2 10

5/5/2008  5/5/2008 1NO& | o0

In our previous example, if Barbara works her regular part-time hours during the day on Monday, May 5th, and comes back to work
the night-shift that Monday night, she will be paid at the higher rate for all hours on Monday, May 5th. This extra pay is correct for
Monday, but you should make sure that the substitution dates do not span any other days when the substitute employee is
not scheduled to work the extra higher-paid shift. In this example, we made sure that the begin and end date for the one-day
substitution was May 5th so Barbara will get paid her regular daily part-time rate for Wed., May 7th and Monday, May 12th, her last
two days on day shift for the summer. We created a separate substitution with the begin date of May 13th for her long-term summer

switch to night shift.

Click Next to continue.

REVIEW
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Notice the three options at the bottom of the Substitutions for Employee Barbara A Thomas
Employee Substitutions area of the screen: i | |[peratio. | sartbaie [EndDate | |OWS | WSrue | Holday Cakecar @ 5G| | PSG]
=] bouz77e4 | DO __ DasTneS 511342008 7/31/2008 | HITWVADS. | KC z 1w
_ Edit Q8 CEBuaEachs Wand JUio AvE §i 09 NSO, (B CUSorE | 3l A US| IO | . | 1@
Cathy W Kely 01293534 - DOTROECN
. Delete T Connie R Kiker '__nmassz'bonmri _
il Dioly H Harmagton 00BIGTTS | DO1RSEGH | = =
e == s R
In this example, we clicked on Edit which allows e e
you to make changes to the Work Schedule CECsST T |
options in the new Edit Selected Substitutions
section. Note also that the dates are grayed-out in el
the edit section. To change dates, you must use ::;":""“ e
the Delete button instead and after completing the
deletion process, select New to create a new From (/52088 * Yo [ssomns ol | seties [
record. R W Sehe| =
You must also use the Delete button to cancel any s I T 2 Eeiasny gl |2
future payments at the higher rate if the oktay Caknsmrm: 0 i P Grupng: |0
employee will not be working a shift as originally
planned. If you find out after the scheduled save Suzschnen] Cancel]
substitution date that the employee did not work ) )
the shift, use Delete to delete the record, but you Click Next to continue.

may have to deal with an overpayment if the
incorrect payment was processed.

| REVIEW | <<BACK | NEXT>>
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Knowledge Check

@ Using your mouse, select the correct answer for each question, then click the Submit button.

Create a substitution record on an
employee who will be missing a shift
so that others may substitute.

I True
[] False

| Submit H Reset |

In creating a substitution record, you
should use the Work Schedule Rule
to span a week if an employee is
working his regular shift on Tuesday
and Thursday and substituting on
Monday, Wednesday and Friday.

CdTrue
[]False

| Submit || Reset |

| REVIEW

An employee who substitutes on a
higher paid shift as well as working a
regular shift in the same 24-hour
period is paid at the higher pay rate
for both shifts.

1 True
[] False

| Submit || Reset |

If you need to change the dates on a
substitution, use the Edit button to
make the change.

L True
[] False

| Submit H Reset |

http://www.beacon.nc.gov/training/wbt/course/ms200/lessons/ss/ss008.html

| <<BACK | NEXT>>
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“Creating Shift Substitutions

You have completed the Creating Shift
Substitutions lesson.

You should now be able to:

. Create a substitution record in SAP to allow
one employee to substitute for another on a
different shift and receive the correct pay rate
such as shift premium pay

. Maintain and update the substitution record
as necessary

Click Next to continue.

| REVIEW

Manager Self Service
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Course Summar

You have completed the Manager Self Service course.
You should have learned to:

. Log on and navigate Manager Self Service (MSS)
View employee information

. View the Reminder of Dates service

. Find help working with MSS

If you are a manager who approves leave time and time sheets or
supervises shift employees, you should be able to:

. Review and approve leave requests
Review and approve time sheets
. Create and maintain shift substitutions

REVIEW

Manager Self Service
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Simulations

Use these simulations to practice using MSS to approve hours and leave requests for
your team.

Click a link below to launch the simulation in a new window. When you have finished the
simulation, close its browser window to return to this screen.

Note: The Resite Simulation Player is required to view the supplemental simulations. If
you cannot view the simulations, you can download the player directly by clickingthe link
below. You may need assistance from your IT support group to install the file.

Resite Simulation Player

Approve My Team's Hours

The Approve Working Times service is located in the 'My Team' Workset in MSS. At the
end of the period, employees will need to submit their time for approval. Managers are
unable to approve any time until the employee submits it.

Approve My Team's Leave Requests

When an employee submits a Leave Request from ESS, a notification is triggered and
sent to the manager. The manager must process (approve or reject) the leave request.
Tracking team absences will assist the manager with staffing and planning.

REVIEW <<BACK NEXT>>


http://www.beacon.nc.gov/training/wbt/SimulationPlayer.msi
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Congratulations!

= 2y Y

You have completed the Manager Self Service Course.

| REVIEW | <<BACK | EXIT
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After completing the course, you may use this menu to go directly to any topics you would like to review. To return to this menu, click the REVIEW button at the
bottom of any course screen. If you have not yet completed the full course, click the BACK button below to return to the course.

Note: Set your Screen Resolution to 1024 X 768 and use Full Screen View. [Instructions]

Lesson 1: MSS Overview

@ Line Supervisor Designation @ Logging In @ Universal Worklist @ Reminder of Dates
Lesson 2: My Team

@ Getting Started and Link to Guide

@ Getting Started @ Employee Information

@ Team Calendar

Lesson 3: Finding Help
@Resources
Lesson 4: Approving Leave Requests

@ Checking Universal Worklist @ Checking Requests Through Menu

‘@ Approving a Leave Request

@ Collective Approval

’@ Rejecting a Leave Request

@ Approve, Reject, Resubmit Options

Approval | RejectionReason

Approve All ~ -

Approve Al ~ ) -
Approve All -
Rejact Al
-
Resubmit &l
oo T -

Lesson 5: Approving Time Sheets

@Example

@ Reviewing and Saving

@ Employee Notification

@ Time Related Reports Introduction

@Working Time Report

@ Time Leveling Report

Lesson 6: Creating Shift Substitutions
@ Basic Rules and Accessing Screen @ Substitution Examples @Work Schedule Job Aid @ Important Notes

===
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